
CivicPlus Modules

Calendars Categories

Name Description Publishers Authors Notify Me Email Notify Me SMS

Community Events public events for the City of West Allis, 

this calendar is also used for the 

calendar listing on the home page.     

CAO editors, DPW editors, Health editors, Library 

editors, Police editors

all departments yes yes

Health Department clinics and other programs sponsored 

by the West Allis Health Department    

Health editors Health authors no no

Library story hours, other Library programs and 

changes in scheduled hours  

Library editors Library authors yes yes

Public Meetings Common Council, standing committee 

meetings, citizen advisory committee 

meetings and other public meetings   

all department editor groups all department author groups yes yes

Notes: events on the Community Events 

calendar are listed on the home page 

calendar tab.  If you want an item from 

the Health Department, Library or Public 

Meeting calendar to appear on the home 

page list, copy the event from that 

category to the Community Events 

calendar by choosing copy event from 

the action menu for the item

Only Publishers can create and send the 

associated NotifyMe messages; authors 

can create an event item to be 

published.  When the publisher 

publishes the event he/she will be 

prompted to send the NotifyMe 

messages.
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With the Calendar Module You Can: 

 Create multiple calendars for your site 

 Add single or reoccurring events 

 Provide detailed information for each event 

 Associate a photo and/or agenda with each event 
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Section 1: Creating/Adding a Category 

Note: Only System Administrators and Owners can add a Calendar Category 

Access the Calendar  

1. Log in to the admin side of your website. 

2. Go to Modules > Calendar 

3. Select the Add Calendar button (Fig. 1.1). 

 

                      Fig. 1.1 

4. Calendar Title – Display name of the Calendar 

5. Description – Provides a description of the Events Calendar module if you choose to allow subscribers 

to this Calendar category 

6. Email List – Click to allow Admin users to send out notification emails from this calendar 

7. Allow Subscribers – Click to allow users to subscribe to Calendar in the Notify Me module 

Note: You must have the Notify Me module for this function. 

8. Permissions – Setting permissions at the category level is suggested. 

 View – May view the live slide only 

 Author – Submit new items, modify/delete unpublished items 

 Publisher – Publish new items, modify/delete unpublished items, modify/unpublish published items 

and publish/reject submitted items 

 Owner – Publish new items, modify/delete unpublished items, modify/unpublish published items, 

publish/reject submitted items, create/modify categories and assign category permissions 

 System Administrator – Automatically has rights to all of the above 

9. Default Messages Tab – This allows you to set/change the default message that is sent when a person 

subscribes to your event calendar, and the header and footer that accompany each notification 

that will be sent. 

 If you change the content you must select the tab Copy HTML to Text. This will allow your changes 

to be copied to the text version of the email. See Fig. 1.2 on following page. 
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     Fig. 1.2 

10. Save Options to complete creating the Category: 

 Cancel – Will delete what you’ve done 

 Save – Will save the work as an unpublished draft 

 Save & Submit – Will save the work as an unpublished draft and notify a publisher that it is ready for 

review (option is for Authors only) 

 Save & Publish – Will save the work and publish it for viewing 

Note: A category must be published and have at least one published event in it before it will show on the live side of the website. 

 

Section 2: Add an Event 

Access the Calendar  

1. Log in to the admin side of your website. 

2. Go to Modules > Calendar. 

3. Click  the Add Event(s) button. 

4. There are two required fields, Title and Event Date Box. The rest of the fields are optional. 

 Title – Place the title of the event in this field. 

 Event Date – There are two options: single event and recurrence. (See Fig. 3.1) 

 Single Event – Enter the start and end date in the box. If the event is only on one day, place 

the same date in both fields. You can also enter a start time and end time. 
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Note: If you enter a start time, you must also enter an end time. If you do not have a end time, use the Time Details box to enter 

the start time for your event.  

 Recurrence – Set up the recurrence that works for your event. It will accept up to 52 

recurrences. Be sure to put the start and end date or the number of recurrences. 

 

Fig. 3.1 

 

 Address – If you put the exact address in the first field you will be able to link to a map. You can 

put extra information in the second field and it will not affect the mapping of your event. 

 Include Link to Map – If you link to a map and put a correct address in the fields above, the user 

will have an option to view a map of the location and obtain directions. Make sure to open it in a 

new window. 

 Open Map In New Window – Will open mapping options in a new window 

 Location – If you have the Facilities module you can choose a facility that has been set up and this 

will link them to that page to give more details about your location. 

 Time Details – If you do not have an end time, put the time details for the event in this box. 

 Cost – If there is a cost associated with the event place it in this box. 

 Description – If you have just a short description for the event place it in this box. 

 Photo – Browse your hard drive for the photo you want to relate to this event 

 Link – You can link to a page, 3rd party site or document here. Normal linking rules apply. 

 Agenda Link – Provide the link to the most current agenda. For more information on how to get 

this link, see the Archive Center Manual 

 Email – Place the exact email you want as a contact here. 

 Display Text – Most site standards are to set this as Email; this is what the user will view on the front 

end instead of the actual email address. 

 Contact Phone – Enter the phone number for the event 

 Click Show Additional Details for more Options 

o Featured? – This will place the event at the top of the calendar module. This will 

help to draw attention to the event(s). 

o ADA – Tell whether the facility is handicapped accessible. 

http://civicplusuniversity.com/DocumentView.aspx?DID=14
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o Upload Content – Clients who still upload their content via HTML can still use this 

upload their content to the site. 

o Details – This is an editor box where you can add any other information that you 

have not entered any other place on the screen. This is a place for additional 

hyperlinks, photos, information and/or extra items you wish to be known about your 

event. 

o Display – This is when the event will be placed on the public side of the website 

(NOT when the event occurs). Remember a calendar is a historical document – 

most of the time you will not take the event off of the calendar. 

o Mini Calendar – This will display in the feature column calendar. 

5. When done filling out the boxes, you can spell check the entire page by clicking Spell Check 

button. (Fig. 3.2) 

 

 Fig. 3.2 

 

6. Click Save Changes, Save and Submit, or Save and Publish. 

7. Add Comment (optional) for Notify Me email. 

8. Select when you want the email to send. 

9. Click Send or Don’t Send if you do not want to send the email to subscribers. 

 

Section 4: Modifying a Category 

Access the Calendar  

1. Log in to the admin side of your website. 

2. Go to Modules > Calendar. 

3. Hover over calendar title and click Modify. Fig. 4.1 
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      Fig. 4.1  

4. Refer to Section 1, steps 4-10 to complete modifying a category. 

 

Section 5: Modifying an Event 

Access the Calendar  

1. Log in to the admin side of your website. 

2. Go to Modules > Calendar. 

3.  Choose a category. 

4. Find the event you wish to modify and click Actions > Modify. (Fig. 5.1) 

 

Fig. 5.1 

 

Section 6: Deleting an Event 

Note: Only System Administrators, Owners and Publishers can delete an Event. 

Access the Calendar  

1. Log in to the admin side of your website. 

2. Go to Modules > Calendar. 

3. Choose the calendar that contains the event you wish to delete. 

4. Hover over the event you wish to delete and click Actions > Unpublish. This will move the event into 

draft status. 

5. Once in Draft status. Hover over the same event and click Actions > Delete. 

6. Select “OK” from the popup that will appear, asking, “Are you sure you want to delete this event?” 
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Section 7: Deleting a Calendar (Category) 

Note: Only Site Administrators and Owners can delete a category. All items within the calendar must be unpublished and deleted 

before the calendar can be deleted. 

Access the Calendar Module 

1. Log in to the admin side of your website. 

2. Go to Modules > Calendar. 

3. Find the category you wish to delete. 

4. Hover over the event you wish to delete and click Actions > Unpublish. This will move the event into 

draft status. 

5. Once in Draft status. Hover over the same event and click Actions > Delete. 

6. Select “OK” from the popup that will appear, asking, “Are you sure you want to delete this event?” 

 

 

 




